How to Upload Local Calendar Data to
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Overview
This note describes the recommended procedure to upload local Outlook 2010 calendar data to a
FermiMail calendar. The major steps are:

Identify the Calendars: Are your calendars local or stored in FermiMail?

Export the Local Calendar: Export the local calendar to a calendar file.

Import the Local Calendar: Import the calendar file into FermiMail for long-term use.
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Clean up the Local Calendar (optional): Delete the local calendar if no longer useful.

Requirements
e This procedure assumes that Outlook 2010 is being used.
e This procedure does NOT require an empty FermiMail calendar before executing. It will add the
uploaded events to the FermiMail calendar.



A. Identify the Calendars

1. Identify which calendar is local (if any) and which is stored in the FermiMail service (if any).
a. Find the calendar you are interested in. Right-click on it, and select Properties
i. Location for a local calendar looks like: \\Outlook\Calendar
ii. Location for a FermiMail calendar looks like: (your email address) \Calendar

Local-Calendar Properties @ NenLocal-Calendar Properties @
Genzal | Home Page | Autodrdive| Generdl | Hone Page | Autochive | Pemission | syncvonizaion|
|Loml-CaIendar ‘ |NonLoml-CaIendar |
Type: Folder containing Calendar ltems Type: Folder containing Calendar Ttems
Locaton:  {|QutookCalender Location:  \kennedy@fnal,gov\Calendar

b. If you have both a local and a FermiMail calendar with the default name “Calendar”,
then your My Calendars list will distinguish the two by greyed out text. Your email
address will indicate the FermiMail calendar, and “Outlook Data File” will indicate which
the local calendar.

4[] My Calendars
Calendar - kennedy@fnal.gov
Calendar - Outlook
Local-Calendar
MonlLocal-Calendar

c. This procedure will upload/import events from a local calendar to a FermiMail calendar.



B. Export the Local Calendar
1. Export the local Outlook calendar to the file LocalCalendar.ics
a. Select File, then Save Calendar
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File name: FMCalendar-File3.ics -
Save as type: | iCalendar Format (*.ics) -
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details

b. Set the filename (here, LocalCalendar.ics), but DO NOT SAVE YET.
c. Select More Options...




Save Ac |E

13 ::I; Spedfy the calendar information you want to indude.

Date Range: [Whule calendar -

Detail | Full details
Indudes the availability and full details of calendar
items

0K ] [ Cancel

d. Select Date Range: Whole calendar
e. Select Detail: Full Details
f. Select Advanced: Show>>>

Save Az &3

13 ::Ig Spedfy the calendar information you want to indude.

Date Range: [Whnle calendar -

Detail: e | Full details
Indudes the availability and full detzils of calendar
items

Indude details of items marked private <:||

Indude attachments within calendar items

[ oK ] [ Cancel

g. Check Include details of items marked private
h. Check Include attachments within calendar items

i. Click OK
j. Adialogue box will open, “... include the calendar anyway?” Click Yes.
k. Click Save



C. Import the Local Calendar

1. Import the local calendar file using Outlook 2010 on Windows
a. Select the File tab, then Open
b. Select Import

OEEEE
Home 5end / Receive Folder View
[E Save As
——— 8 Open Calendar
@ ve A I ents |
_ﬁ Save Attachments M COpen a calendar file in Outlook (.ics, wes).
ﬁ 5ave Calendar —
L = Open Outlock Data File
Open an Outlook data file (.pst).
pen ]
Print
Import
Help | Import files, settings, and R55 Feeds into Qutlock.
|ﬁ Options
E Exit — Other User's Folder
m COpen a folder shared by another user,
c. Select Import an iCalendar File (.ics) or vCalendar file (.vcs)
Import and Export Wizard

Choose an action to perform:

Export RS5 Feeds to an OPML file
"y "" Export to a file
Y Import & VCARD file (v
rt an iCalendar (.ics) or vCalendar file (.vcs)
Impart from another program or file
Import Internet Mail Account Settings
Impart Internet Mail and Addresses
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Import RSS Feeds from the Common Feed List
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Impart information from an iCalendar or wCalendar
file to the Calendar folder.

<gack || Next> | [ Cancel




d. Select the file, in this example LocalCalendar.ics, and then click OK.

Microsoft Qutlook | =3

Do you want to open this calendar as a new calendar
or impart its items into your calendar?

Open as Mew ] [ Import ] [ Cancel

e. USER Choice:
i. Select Import if you wish to upload these events directly into your FermiMail
calendar, OR
ii. Select Open as New if you wish to upload this local calendar as a new calendar
stored in FermiMail. It will show up under “Other Calendars”.

f. Yourlocal calendar upload is complete.




D. Cleanup the Local Calendar (optional)
1. Delete the local calendar if it is no longer useful. We recommend you keep it until you are sure
that all the local calendar content was uploaded successfully to FermiMail.
a. DO NOT DELETE “Calendar — Outlook”. You can deselect it so that you no longer see it.
b. Find the local calendar in left column
c. Right-click on that calendar, select Delete Calendar

4 |:| My Calendars

|:| Calendar g 0d
[] LocalCalendar

> [] Team: William M Boroski 1000
|:| Shared Calendars
|:| Rooms
11 00

4 Other Calendars

Converted-Fila? ire
B Openin New Window

| Mew Calendar...
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Colar k

Bename Calendar

Copy Calendar
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Delete Calendar <:||

Move Up

N

Share F

iﬁ‘?‘ Properties...

d. Click Yes



End Results

e The content of the Meeting Maker calendar has now been imported into FermiMail. You may
begin to maintain these Events in FermiMail going forward.

e Meeting invites are not re-issued in this procedure. If you wish to issue meeting (re-)invites for a
meeting you just imported, then you may make a modest change to the meeting, perhaps add a
little text to the Description, and then “Send Update” to the meeting invitees in the To list.



